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government. 
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audits  address  the  financial  integrity  of  both  city  departments  and  contractors  and  provide  reasonable 
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conformity  with  generally  accepted  accounting  principles.  Attestation  engagements  examine,  review, 
or  perform  procedures  on  a  broad  range  of  subjects  such  as  internal  controls;  compliance  with 
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•  Quality  control  procedures  to  provide  reasonable  assurance  of  compliance  with  the  auditing 
standards. 
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Municipal  Transportation  Agency  Board 
1  South  Van  Ness  Avenue,  7th  Floor 
San  Francisco,  CA  94103 

Chairman  and  Members: 

The  Controller's  Office,  City  Services  Auditor,  presents  its  report  concerning  the  audit  of  City  of 
San  Francisco  Portsmouth  Plaza  Parking  Corporation  (Portsmouth).  Portsmouth  has  a  50-year 
agreement,  which  ends  March  28,  2010,  with  the  Recreation  and  Park  Commission  of  the  City 
and  County  of  San  Francisco  (City)  to  operate  Portsmouth  Square  Parking  Garage.  As 
established  in  Administrative  Code  Section  17.8,  the  San  Francisco  Municipal  Transportation 
Agency  (MTA)  has  jurisdiction  and  control  over  all  parking  facilities. 

Reporting  Period:  May  1 ,  2006,  through  April  30,  2008 

Net  Parking  Revenues:  $3,033,883 

Fees  Paid:  $2,578,800 


•  Portsmouth  undercharged  transient  parkers  by  $152,482  from  May  2007  through  April  2008 
due  to  an  inappropriately  implemented  7-minute  grace  period  policy,  not  approved  by  MTA. 

•  Missing  transient  parking  tickets  identified  through  the  daily  reconciliation  process  are  not 
further  reviewed,  reconciled,  or  investigated  by  Portsmouth. 

•  For  monthly  parking,  Portsmouth  does  not: 

o  Maintain  an  accurate  monthly  parker  log 

o  Ensure  that  monthly  parkers  are  paying  for  the  correct  type  of  access 

o  Maintain  an  inventory  listing  of  monthly  access  cards 

o  Collect  late  fees 

o  Deposit  checks  promptly 

•  Reported  expenses  are  not  supported  by  Portsmouth's  audited  financial  statements. 

•  Validation  stamp  log  and  inventory  are  not  regularly  reviewed  and  reconciled.  Further, 
discounted  parking  was  provided  to  the  Chinatown  Neighborhood  Association  without 
written  approval  from  MTA. 


Results: 


415-554-7500 


City  Hall  •  1  Dr.  Carlton  B.  Goodlett  Place  •  Room  316  •  San  Francisco  CA  94102-4694 


FAX  415-554-7466 


•  Portsmouth  does  not  have  a  written  free  parking  policy  for  employees  and  vendors, 
including  employees  from  the  Recreation  and  Park  department. 

•  Delay  in  processing  the  storage  space  rental  agreement  led  to  revenue  loss. 

•  Portsmouth  made  minor  errors  in  reporting  revenues. 

The  responses  from  MTA  and  Portsmouth  are  attached  to  this  report.  The  Controller's  Office, 
City  Services  Auditor,  will  work  with  MTA  to  follow  up  on  the  status  of  the  recommendations 
made  in  this  report. 

Respectfully  submitted, 


Tonia  Lediju 
Director  of  Audits 

cc:  Mayor 

Board  of  Supervisors 
Budget  Analyst 
Civil  Grand  Jury 
Public  Library 


INTRODUCTION 


Audit  Authority  The  Office  of  the  Controller  (Controller)  has  authority  under 

the  San  Francisco  Administrative  Code,  Chapter  10,  Article 
1,  Section  10.6-2  to  audit,  at  regular  intervals,  all  leases  of 
City-owned  real  property  where  rent  of  $100,000  or  more  a 
year  is  to  be  paid  to  the  City.  In  addition,  the  City  Charter 
provides  the  Controller,  City  Services  Auditor  (CSA),  with 
broad  authority  to  conduct  audits.  The  audit  team 
conducted  this  audit  under  that  authority  and  pursuant  to  an 
audit  plan  agreed  to  by  the  Controller  and  the  San 
Francisco  Municipal  Transportation  Agency  (MTA). 

Background  The  City  and  County  of  San  Francisco  (City)  has  a  50-year 

lease  agreement,  which  commenced  on  March  29,  1960, 
and  will  expire  on  March  28,  2010.  The  lease  is  between 
City  of  San  Francisco  Portsmouth  Plaza  Parking 
Corporation  (Portsmouth)  and  the  City's  Recreation  and 
Park  Commission  (commission)  because  the  garage  was 
built  underground  and  beneath  a  park.  Portsmouth  is 
administered  through  MTA,  as  required  by  Administrative 
Code  Section  17.8,  which  states  that  MTA  has  jurisdiction 
and  control  over  all  parking  facilities. 

Portsmouth,  a  corporation  in  which  all  issued  and 
outstanding  shares  of  stock  are  beneficially  owned  by  the 
City,  received  a  $3  million  bond  on  October  1,  1959,  to 
construct  the  Portsmouth  Square  Parking  garage. 
Portsmouth  currently  operates  the  garage  and  does  not 
profit  by  means  of  any  management  fee  for  operation  of  the 
garage.  Portsmouth  pays  the  City  85  percent  of  gross 
receipts  less  parking  taxes  and  operating  expenses 
("surplus  payments"),  and  retains  15  percent  in  its  surplus 
revenue  funds  for  capital  improvement  needs.  All  operating 
expenditures  (i.e.  salaries,  utilities,  etc.)  for  the  garage  are 
paid  by  Portsmouth,  after  receiving  approval  from  MTA. 
Portsmouth  offsets  these  expenditures  from  gross 
revenues. 

Scope  The  purpose  of  this  audit  was  to  determine  whether 

Portsmouth: 

•    Complied  with  the  reporting  and  payment  provisions  of 
its  lease  agreement  with  the  commission. 
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•  Reported  and  correctly  remitted  all  revenues  collected 
from  the  operation  of  the  Portsmouth  Square  garage  to 
the  MTA. 

•  Reported  correctly  all  proprietary  or  operating 
expenses. 

Our  audit  covered  the  period  May  1 ,  2006,  through  April  30, 
2008. 

Methodology  To  conduct  the  audit,  the  audit  team: 

•  Reviewed  the  applicable  terms  of  the  lease  agreement. 

•  Assessed  Portsmouth's  internal  controls  and 
procedures  over  collecting,  recording,  summarizing  and 
reporting  gross  revenues  and  expenditures. 

•  Determined  whether  Portsmouth  submitted  complete 
and  accurate  monthly  statements  to  report  accurate 
gross  revenues,  remitted  all  revenues  collected 
according  to  the  terms  of  the  lease  agreement,  and 
correctly  submitted  proprietary  and  operating 
expenditure  reports. 

•  Reviewed  whether  Portsmouth  complied  with  other 
management  agreement  provisions. 

This  performance  audit  was  conducted  in  accordance  with 
generally  accepted  government  auditing  standards.  These 
standards  require  planning  and  performing  the  audit  to 
obtain  sufficient,  appropriate  evidence  to  provide  a 
reasonable  basis  for  findings  and  conclusions  based  on  the 
audit  objectives.  We  believe  that  the  evidence  obtained 
provides  a  reasonable  basis  for  findings  and  conclusions 
based  on  the  audit  objectives. 
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AUDIT  RESULTS 


Portsmouth 
Undercharged  Some 
Transient  Parkers 


The  City  of  San  Francisco  Portsmouth  Plaza  Parking 
Corporation  (Portsmouth)  undercharged  transient  parkers1 
by  $152,482  from  May  2007  through  April  2008. 
Portsmouth  customers  are  appropriately  allowed  7  minutes 
to  exit  the  garage  after  paying  for  parking.  This  grace 
period  is  permitted  by  MTA.  However,  Portsmouth  also 
allowed  a  7-minute  grace  period  between  incremental 
parking  rates,  which  MTA  does  not  permit. 


Portsmouth  allowed  a  7-minute  grace  period  after  each 
hour  increment  before  the  next  parking  rate  is  charged.  For 
example,  if  a  transient  parker  enters  the  garage  at  1  p.m. 
and  pays  for  the  ticket  at  2:05  p.m.,  the  parker  has  parked 
for  1  hour  and  5  minutes,  thus  the  1-2  hours  parking  rate  of 
$5  should  be  charged.  However,  with  Portsmouth's  7- 
minute  grace  period,  the  parker  is  only  charged  at  the  0-1 
hour  rate,  or  $2.50. 

Based  upon  data  extracted  from  Portsmouth's  electronic 
revenue  control  (revenue  control)  system,  the  total  amount 
Portsmouth  undercharged  from  May  2007  through  April 
2008  was  $152,482.  Portsmouth's  new  revenue  control 
system  was  not  implemented  until  May  2007;  as  a  result, 
earlier  data  was  not  available  to  determine  the  amount 
undercharged  in  the  prior  fiscal  year.  According  to 
Portsmouth's  manager,  this  7-minute  grace  period  was 
implemented  before  he  was  hired  to  help  alleviate  customer 
complaints.  According  to  MTA's  Director  of  Off-Street 
Parking,  this  7-minute  grace  period  is  not  approved  or 
allowed  by  MTA. 


Recommendation 


MTA  should: 


1 .  Require  Portsmouth  to  direct  its  revenue  control  system 
provider  to  ensure  that  the  system  charges  the  MTA- 
approved  parking  rates. 


Portsmouth  Lacks 
Review  of  Missing 
Transient  Tickets 


Portsmouth  performs  a  daily  reconciliation  of  transient 
tickets  issued  to  the  tickets  received  to  identify  the  variance 
or  number  of  missing  tickets.  Portsmouth  does  not  conduct 


1  Transient  parkers  are  individuals  who  pay  hourly  rates  for  parking  on  a  day-to-day  basis  (as  compared  to 
individuals  who  pay  for  monthly  parking  passes). 
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a  further  review,  reconciliation,  or  investigation  of  the 
missing  tickets  to  determine  why  tickets  are  not  returned 
and  accounted  for.  For  the  12  audit  sample  days,  the 
ranges  of  missing  tickets  were  between  2  to  32  tickets. 

According  to  Portsmouth's  garage  manager,  these 
variances  are  usually  minimal  and  could  be  due  to  a 
number  of  reasons,  such  as  overnight  parkers  or  lost 
tickets,  so  these  variances  do  not  necessarily  represent 
missing  tickets.  The  garage  manager  further  states  that, 
while  it  is  not  impossible  to  research  these  missing  tickets 
by  using  the  revenue  control  system  to  compare  vehicle 
entrance  pictures  to  ticket  numbers  and  overnight  logs,  the 
process  is  time  consuming  to  perform  on  a  daily  basis.  The 
garage  manager  maintains  that  Portsmouth  simply  does  not 
have  the  staff  to  perform  such  investigations.  Without  a 
reconciliation  procedure,  there  is  an  increased  risk  of 
potential  fraud  due  to  missing  tickets  that  are  not  accounted 
for. 


Recommendations  In  order  to  prevent  significant  missing  tickets  being 

overlooked  and  ensure  the  number  of  missing  tickets  is 
reasonable,  the  audit  team  recommends  that: 

2.  Portsmouth  produce  a  monthly  revenue  control  system 
report  that  shows  all  the  tickets  issued  and  whether  the 
ticket  was  returned  in  order  to  identify  missing  tickets. 

By  doing  the  above,  Portsmouth  could  easily: 

o    Identify  and  reconcile  these  missing  tickets, 
o    Monitor  and  track  significant  variances  in  the 

number  of  missing  tickets  that  would  warrant  further 

investigation. 

3.  The  Recreation  and  Park  Commission  includes 
language  in  its  contract  with  Portsmouth  to  require  a 
review  of  missing  tickets  and  that  these  reviews  be 
forwarded  to  MTA  as  part  of  its  monthly  reporting. 


Portsmouth  Cannot 
Ensure  That  Monthly 
Parkers  Pay  Correct 
Rates  for  the  Type  of 
Access  Permitted 


Portsmouth  has  four  different  types  of  monthly  parker 
categories:  regular  7  days,  regular  5  days  (Monday  - 
Friday),  overnight,  and  carpool.  Each  monthly  parking  type 
has  a  different  rate.  The  first  three  categories  use  an 
access  card  to  enter  and  exit  the  garage.  The  access  card 
is  controlled  by  the  revenue  control  system.  For  parkers 
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who  contract  on  a  monthly  basis,  Portsmouth  personnel 
collects  a  fee  and  enters  the  appropriate  monthly  parking 
category  into  the  revenue  control  system.  However, 
Portsmouth  doesn't  have  a  review  or  verification  process  to 
ensure  that  the  initial  account  set-up  was  correct  and  that 
appropriate  fees  are  being  collected  from  the  parker.  For 
example,  a  customer  signs  up  for  overnight  parking  at  $75 
per  month,  but  Portsmouth  personnel  might  code  the 
access  card  as  a  regular  7-day  category,  which  costs  $370. 
Potentially,  parkers  could  be  allowed  greater  access  to  the 
garage  than  the  rate  paid  entitles  them  to. 


Recommendation 


MTA  should: 


Require  that  Portsmouth  implement  internal  controls  to 
ensure  that  payment  for  monthly  parking  is  consistent 
with  the  access  granted  into  the  garage. 


Portsmouth  Cannot 
Verify  That  it  Collects  All 
Monthly  Parking 
Payments  Due 


Portsmouth  does  not  maintain  an  adequate  monthly  parker 
log  using  the  revenue  control  system.  Currently,  there  is  no 
easy  way  to  determine  the  total  number  of  active  monthly 
parkers  for  a  particular  month  and  the  total  monthly 
revenues  for  that  month.  Portsmouth  maintains  an  internal 
monthly  parker  log  in  MS  Excel  to  record  monthly 
payments.  However,  the  identification  numbers  on  the  log 
are  not  the  numbers  recognized  by  the  revenue  control 
system.  Instead,  Portsmouth  uses  a  different  numbering 
system  for  recording  the  cards  on  the  parker  log.  In 
addition,  this  Excel  log  does  not  record  the  amount  paid  by 
the  customer. 


To  properly  ensure  a  system  of  adequate  internal  controls  a 
monthly  parking  log  must  be  maintained  using  the  revenue 
control  system  to  show  all  the  monthly  parkers,  by  access 
card  numbers  that  are  recognized  by  the  revenue  control 
system,  and  monthly  parking  payment  information. 


Recommendation 


MTA  should: 


Require  that  Portsmouth  establish  and  produce  a 
monthly  parker  log  from  the  revenue  control  system 
showing  each  active  access  card  and  its  payment 
information.  This  monthly  report  should  be  reviewed 
and  reconciled  to  the  monthly  summary  report  and 
deposit  slips  for  monthly  parking  revenues.  Further,  this 
monthly  report  should  also  be  reconciled  to  an  inventory 
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listing  for  all  access  cards  in  order  to  determine  whether 
there  are  any  missing  access  cards. 

No  Inventory  Listing  of  Portsmouth  does  not  maintain  a  complete  inventory  listing 

Monthly  Access  Cards  is       of  all  access  cards.  To  minimize  the  risk  from  misuse  of 
Maintained  by  access  cards,  an  inventory  of  all  access  cards  issued,  by 

Portsmouth  access  card  number,  that  are  recognized  by  the  revenue 

control  system;  whether  active  or  inactive.  Without  such  an 
inventory,  it  is  impossible  to  determine  whether  all  access 
cards  are  accounted  for.  To  minimize  the  risk  of  lost  or 
misuse  of  access  cards,  an  inventory  of  all  access  cards 
purchase  must  be  maintained  to  determine  the 
completeness  of  inventory. 

Recommendation  MTA  should: 

6.  Require  Portsmouth  to  develop  and  maintain  an 
inventory  listing  of  all  access  cards,  whether  active  or 
inactive.  This  listing  should  contain  the  access  card 
number  that  is  recognized  by  the  revenue  control 
system,  the  card  surface  number,  customer  information 
(if  active),  and  any  other  pertinent  information  regarding 
the  access  card.  Someone  external  to  this  function 
should: 

o    Review  the  access  card  inventory  for  completeness, 
o   Confirm  that  cards  that  are  inactive  are  all  present  in 
the  card  inventory. 

No  late  fees  were  charged  or  collected  from  monthly 
parkers  who  paid  their  parking  fees  after  the  first  of  the 
month.  Based  upon  the  parking  rates  issued  and  approved 
by  MTA,  a  $25  late  fee  should  be  assessed  monthly 
parkers  who  pay  after  the  first  of  the  month.  For  four 
sample  months,  the  audit  team  found  65  instances  in  which 
parkers  paid  their  parking  fees  after  the  first  of  the  month. 
Therefore,  Portsmouth  forfeited  collecting  $1,625  in  late 
fees.  The  lease  agreement  between  Portsmouth  and  the 
Recreation  and  Park  Commission  (commission)  does  not 
have  specific  language  in  the  contract  requiring  Portsmouth 
to  collect  late  fees.  According  to  Portsmouth's  garage 
manager,  Portsmouth  did  not  collect  late  fees  in  order  to 
maintain  good  customer  service,  and  many  times  payments 
are  received  after  the  first  of  the  month,  not  by  fault  of  the 
customer,  but  due  to  slow  postal  service. 


Portsmouth  Has  Not 
Been  Collecting  Late 
Fees 
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Recommendation 


MTA  should: 


7.  Require  Portsmouth  to  immediately  begin  collecting  late 
fees  from  all  monthly  parkers  who  pay  after  the  first  of 
the  month  and  ensure  the  commission  includes 
language  in  the  contract  which  specifically  requires 
Portsmouth  to  collect  late  fees. 


Checks  for  Monthly 
Parking  Not  Deposited 
Promptly 


Portsmouth  does  not  deposit  monthly  parking  revenue 
checks  promptly.  Retaining  customer  payments  at  the 
garage  increases  the  risk  that  checks  may  be  lost.  From  a 
sample  of  10  monthly  parkers,  the  audit  team  found  that 
nine  monthly  parker  checks  were  deposited  2  to  14 
business  days  after  receipt  of  the  checks.  Proper  internal 
controls  require  that  checks  are  deposited  promptly,  usually 
by  the  next  business  day.  Portsmouth's  bookkeeper  stated 
that  checks  must  be  deposited  in  the  month  that  the 
revenue  is  reported,  and  not  the  month  in  which  it  is 
received.  However,  Portsmouth  is  not  on  a  cash  accounting 
basis,  and  therefore  may  deposit  checks  when  received 
without  accounting  consequences. 


Recommendation 


MTA  should: 


8.  Require  Portsmouth  to  deposit  revenue  checks 

promptly,  by  the  next  business  day,  to  reduce  the  risk  of 
loss  of  revenues. 


Reported  Expenses  Are 
Not  Supported  by 
Portsmouth's  Audited 
Financial  Statements 


Portsmouth  reports  to  MTA  monthly  and  year-to-date 
expenses  on  a  monthly  summary  report.  For  the  audit 
period,  the  total  expenses  reported  to  MTA  were  not 
supported  by  Portsmouth's  audited  financial  statements. 
For  fiscal  year  2006-07,  Portsmouth's  reported  expenses 
totaled  $1,879,171,  while  the  audited  financial  statements 
showed  $1 ,906,282,2  a  difference  of  $27,1 1 1  more  than  the 
amount  that  Portsmouth  reported  to  MTA.  For  fiscal  year 
2007-08,  reported  expenses  totaled  $2,014,236  and  the 
audited  financial  statements  showed  expenses  of 
$1 ,928,958,  a  difference  of  $85,31 1  less  than  the  amount 
that  Portsmouth  reported  to  MTA.  According  to 
Portsmouth's  manager,  these  noted  discrepancies  may  be 
due  to  timing  differences  in  capital  expenditures,  which  are 
initiated  over  the  years  but  due  to  budget  issues,  the  capital 


CPA  report  expenses  shown  net  of  depreciation  and  merchant  discounts,  which  are  not  allowable  expenses  on 
the  monthly  summary  report  to  MTA. 
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projects  are  on  hold  and  not  completed. 


Recommendation 


MTA  should: 


Instruct  Portsmouth  to  submit  a  reconciliation  of  each 
fiscal  year's  actual  year-to-date  expenses  per  the 
monthly  summary  report  submitted  to  MTA  to  that 
year's  audited  expenses. 


Portsmouth  Made  Some 
Minor  Reporting  Errors 


From  May  1,  2006,  through  April  30,  2008,  Portsmouth 
substantially  correctly  reported  its  revenues  of  $6,928,563, 
expenditures  of  $3,894,680,  and  surplus  payment  of 
$2,578,800  to  the  department.  The  exhibit  below 
summarizes  Portsmouth's  reported  revenues,  expenditures, 
and  surplus  payments. 


EXHIBIT  1 

Portsmouth  Parking  Plaza  Corporation  Reported  Revenues,  Expenditures  and 
Surplus  Payment 

May  1,  2006,  through  April  30,  2008 

Reporting  Period 

Revenues 

Expenditures 

Net  Profit 

Surplus 
Payment 

(85%) 

May  1 ,  2006,  through  April  30,  2007 

$3,436,082 

$1,874,172 

$1,561,910 

$1,327,624 

May  1,  2007,  through  April  30,  2008 

$3,492,481 

$2,020,508 

$1,471,973 

$1,251,177 

Total 

$6,928,563 

$3,894,680 

$3,033,883 

$2,578,800 

Source:    MTA  -  Monthly  Summary  Reports 


Portsmouth  made  some  minor  errors  when  reporting 
revenues  to  the  department: 

•  In  January  2008,  Portsmouth  did  not  include  $30  of 
miscellaneous  other  revenues  and  therefore  underpaid 
the  surplus  payment  by  $26. 

•  In  2006,  Portsmouth  did  not  consistently  include 
overages  and  shortages  in  transient  revenues  and 
therefore  over  reported  $67  in  revenues  and  over  paid 
$57  in  surplus  payments. 

•  In  August  2006,  Portsmouth  reported  a  new  card 
charge  twice  and  therefore  over  reported  revenues  by 
$250  and  over  paid  $213  in  surplus  payment. 


8 


•  There  were  several  instances  in  which  Portsmouth  did 
not  report  lost  card  charges,  which  are  $25  per  card, 
totaling  $125  and  a  late  charge  of  $25  and  therefore 
underpaid  $106  and  $21  in  surplus  payment. 

•  Finally,  Portsmouth  made  numerous  errors  in  reporting 
interest  income  resulting  in  an  over  reporting  of  $11,219 
in  interest  revenue  and  an  over  payment  of  $9,536  in 
surplus  payment.  Exhibit  2  below  summarizes  these 
minor  errors. 


Minor  Errors  in  Reporting  Revenues 
May  1,  2006,  through  April  30,  2008 


Finding 

Over /(Under) 
Reported 

Over  /  (Under)  Surplus 
Payment 

Calculation  Error 

$  (30) 

$ 

(26) 

Unreported  Overages  &  Shortages 

67 

57 

Double  Reported  of  a  New  Card  Charge 

250 

213 

Unreported  Lost  Card  Charges 

(125) 

(106) 

Unreported  Late  Card  Charges 

(25) 

(21) 

Incorrect  Reporting  of  Interest  Income 

11,219 

9,536 

Total 

$  11,356 

$ 

9,653 

Sources:  Portsmouth  -  Monthly  Summary  Reports  and  Monthly  Master  Sheets. 

Recommendations  MTA  should: 

10.  Credit  Portsmouth  $9,653  for  net  surplus  overpayments 
for  the  audit  period. 

11.  Remind  Portsmouth  to  be  more  diligent  when  reporting 
monthly  revenues  to  ensure  accurate  reporting. 

Portsmouth  did  not  always  report  interest  income  in  the 
proper  period.  During  the  audit  period,  Portsmouth  had 
seven  interest  bearing  accounts,  consisting  of  certificates  of 
deposit  (CD)  and  money  market  accounts,  which  it  reports 
as  miscellaneous  revenues  to  MTA.  When  revenues  were 
compared  to  Portsmouth's  CPA's  financial  report,  the  audit 
team  found  differences  in  the  amount  of  interest  income. 
These  differences  were  due  to  errors  Portsmouth  made  in 
reporting  the  interest  earned  in  the  proper  period.  Exhibit  3 
details  the  errors  in  reporting  interest  earned  for  Bank  of  the 
Orient  and  Cathay  Bank  accounts. 


Portsmouth  Made  Errors 
in  Reporting  Interest 
Income  in  the  Proper 
Period 
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EXHIBIT  3 


Errors  in  Reporting  Interest  Income  in  the  Proper  Period 
May  1 ,  2006,  through  April  30,  2008 


Bank  Account 


Interest 
Amount 


Month  Interest 
Earned 


Month  Interest  Reported 


Bank  of  the  Orient 

$  1,019 

Apr-2006 

Jul-2006 

Bank  of  the  Orient 

911 

Oct-2007 

Sept-2007  &  Nov-2007 

Bank  of  the  Orient 

916 

-Apr-2008 

Mar-2008 

Cathay  Bank 

477 

Jan-2008 

Dec-2007 

Total 


$3,323 


Sources:  Portsmouth  -  Bank  of  the  Orient  and  Cathay  Bank  Statements. 


Portsmouth  did  not  consistently  report  interest  earned  in  the 
proper  period  for  a  30-day  CD  account  with  Far  East 
National  Bank,  which  is  renewed  monthly.  Portsmouth 
receives  several  statements  from  the  bank  each  month. 
However,  only  the  "Maturity  Notice"  statement  shows  the 
interest  amount  earned  and  the  period  earned.  At  times, 
Portsmouth  reported  the  interest  according  to  the  maturity 
notice  date.  Other  times,  interest  was  reported  based  on 
when  the  interest  became  available.  This  inconsistency  led 
to  numerous  inaccuracies  in  recording  interest  and  at  times 
no  interest  was  reported.  Since  the  errors  are  so  numerous, 
they  are  not  detailed  in  this  report.  However,  Portsmouth 
has  been  provided  with  the  information  so  that  they 
understand  the  specific  errors  made.  The  audit  team 
advises  that  Portsmouth  take  more  care  in  consistently 
reporting  interest  income  from  Far  East  National  Bank 
based  on  the  availability  of  the  interest  earned. 


Recommendation 


MTA  should: 


12.  Remind  Portsmouth  to  be  more  diligent  in  reporting 
interest  income  and  ensure  that  interest  is  reported  in 
the  period  in  which  the  interest  is  earned  and  available. 


Parking  Validation 
Stamps  Are  Not  Carefully 
Controlled 


The  validation  stamp  log  and  stamp  inventory  are  not 
regularly  reviewed  and  reconciled  for  completeness  and 
accuracy.  Portsmouth  offers  a  validation  parking  program  to 
local  businesses  as  a  marketing  tool.  This  program  allows 
local  businesses  to  purchase  validation  stamps  at  a  50 
percent  discount  which  provides  free  validated  parking  to 
their  customers  with  a  minimum  purchase.  In  comparing  the 
validation  stamp  log  to  the  stamp  inventory  for  sample 
months,  the  audit  team  found  that  150  validation  stamps 
sold  were  not  recorded  on  the  validation  stamp  log.  Strong 
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controls  over  validation  stamps  include  a  regular  review 
and  reconciliation  process  to  provide  assurance  that  all 
validation  stamps  are  properly  recorded  when  purchased, 
and  accurately  accounted  for  when  sold,  reducing  the  risk 
of  misuse  or  loss  of  validation  stamps. 

Recommendations  MTA  should: 

13.  Require  Portsmouth  to  be  vigilant  in  maintaining  the 
completeness  of  the  validation  stamp  log. 

14.  Require  Portsmouth  to  begin  regular  procedures  for 
reviewing  and  reconciling  validation  stamps  sold  and 
stamp  inventory.  A  log  maintained  on  an  electronic 
spreadsheet  would  be  easier  to  review  than  the  current 
manual  system.  This  review  process  should  be 
documented  and  performed  by  someone  separate  from 
the  person  maintaining  the  validation  stamp  log  and 
inventory. 

Over  a  period  of  three  years,  from  2003  through  2006, 
Portsmouth  allowed  the  Chinatown  Neighborhood 
Association's  Night  Market  vendors  to  park  at  the  garage  at 
a  discounted  rate  of  $0.50  per  hour,  for  a  maximum  of  2 
hours  per  validation  ticket.  The  overall  cumulative  loss  of 
revenue  or  discount  amount  is  difficult  to  determine 
because  the  night  markets  were  held  on  periodic 
Saturdays,  and  depending  on  the  amount  of  time  each 
vendor  parked  at  the  garage,  the  discount  would  differ  as 
the  parking  rates  are  different  for  each  hour  increment. 
According  to  Portsmouth's  garage  manager,  this  was  a 
verbal  directive  from  the  prior  Parking  Authority  director.3 
This  special  discount  arrangement  was  not  approved  in 
writing  by  either  the  City  of  San  Francisco  Portsmouth 
Plaza  Parking  Corporation  Board  of  Directors  or  MTA. 

Recommendation  MTA  should: 

15.  Ensure  that  Portsmouth  does  not  engage  in  future 
validation  discount  arrangements  without  prior  written 
approval  by  the  Board  and  MTA. 


3  An  amendment  to  Administrative  Code  section  17.8  transferred  oversight  of  City-owned  parking  garages  to 
MTA  from  the  Parking  Authority. 


Validation  Discount  to 
the  Chinatown 
Neighborhood 
Association 
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Free  Parking  Policy  Portsmouth  allows  free  parking  to  employees,  vendors,  and 

contractors  working  at  the  garage.  However,  Portsmouth 
does  not  have  a  formal  written  free  parking  policy  and 
procedures.  Moreover,  the  contract  agreement  between 
Portsmouth  and  the  commission  does  not  provide  for  free 
parking. 

Portsmouth  has  a  yearly  work  order  agreement  with  the 
Recreation  and  Park  Department  (Rec  &  Park)  for  custodial 
and  gardening  staff  at  the  garage.  Rec  &  Park  staff  are 
allowed  free  parking  privileges  while  working  at  the  garage. 
While  Portsmouth  adequately  documents  the  free  parking 
in  validation  log  sheets,  it  does  not  have  adequate  controls 
over  the  free  parking  privileges  granted  to  Rec  &  Park 
employees.  Portsmouth  does  not  obtain  a  listing  of  the  Rec 
&  Park  employees  and  their  work  schedules  to  determine 
whether  the  employee  is  receiving  free  parking  for  the  times 
in  which  they  are  assigned  to  work  at  the  garage. 

According  to  Portsmouth's  garage  manager,  at  one  point 
employees  of  Portsmouth  were  allowed  free  parking  at  the 
garage  using  access  cards.  In  February  2007,  employees 
were  instructed  to  return  their  access  cards  and  start  pulling 
transient  tickets  to  enter  and  exit  the  garage  during  work 
hours.  The  audit  team  found  that  while  employees  did 
indeed  return  their  access  cards,  five  of  these  access  cards 
were  never  de-activated  in  the  revenue  control  system.  This 
increases  the  risk  that  the  cards  could  allow  free  parking  by 
unauthorized  persons. 

Recommendation  MTA  should: 


1 6.  Work  with  Portsmouth  to  develop  a  formal  written  free 
parking  policy.  Portsmouth  should  obtain  on  a  regular 
basis  from  Rec  &  Park  a  listing  of  employees  and  their 
work  schedules  at  the  Portsmouth  garage,  in  order  to 
determine  that  employees  are  granted  free  parking 
privileges  correctly.  Portsmouth  should  immediately  de- 
activate all  access  cards  that  were  collected  from 
employees  and  are  no  longer  in  use. 

Storage  Space  Rental  MTA  had  a  lease  agreement  with  the  Chinatown 

Agreement  Processed  Neighborhood  Association  to  allow  free  storage  space  at 

Slowly  Portsmouth  for  a  period  of  five  years  terminating  in  June 

2007.  On  June  12,  2007,  MTA  approved  a  60-day 
extension  of  the  agreement,  to  terminate  on  August  13, 
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2007.  According  to  Portsmouth's  garage  manager,  there 
were  subsequent  discussions  between  MTA,  Portsmouth 
and  Chinatown  Neighborhood  Association  to  determine  the 
new  lease  agreement  and  appropriate  rent  payments.  In 
January  2008,  an  agreement  was  established  with 
Chinatown  Neighborhood  Association  that  requires 
payment  of  rent  to  Portsmouth  of  $221  on  a  month-to- 
month  basis.  The  actual  lease  agreement  was  not  signed 
by  Rec  &  Park  until  September  2008.  Due  to  the  slow  lease 
agreement  process,  the  Chinatown  Neighborhood 
Association  was  essentially  allowed  an  additional  four  and 
half  months  of  free  storage  space  rental.  If  calculated  using 
the  agreed  upon  monthly  rent  of  $221,  the  Chinatown 
Neighborhood  Association  received  free  rent  in  the  value  of 
$995. 

Recommendation  MTA  should: 

17.  Ensure  that  any  storage  rental  agreements  are 
completed  prior  to  granting  usage  of  the  garage. 

Portsmouth  does  not  adjust  the  monthly  summary  reports 
submitted  to  MTA  for  outstanding  checks  that  have  been 
voided.  The  audit  team  noted  one  instance  in  which  a  $25 
security  deposit  refund  check  was  never  cashed  by  the 
customer,  although  Portsmouth  had  claimed  the  expense 
on  its  requisition  at  the  time  the  check  was  written.  When 
the  check  was  voided,  Portsmouth  did  not  make  the 
appropriate  adjustment  to  the  monthly  report,  and  therefore, 
Portsmouth  over  reported  $25  of  expenditures  or  under 
paid  $21  of  revenues  to  MTA. 

Recommendation  MTA  should: 

18.  Require  Portsmouth  review  all  their  past  outstanding 
checks  and  make  adjustments  to  expenses  for  any 
outstanding  checks  that  have  been  voided. 


Portsmouth  Does  Not 
Adjust  Monthly  Reports 
for  Outstanding  Checks 
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ATTACHMENT  A:  MTA'S  RESPONSE 


I 


—  — — 


Gavin  Ncv/som  |  Mayor 


Tom  Nolan  |  Chairman 

Rev.  Dr.  James  McCray  Jr.  |  Vice-Chairman 

Cameron  Beach  |  Director 

Shirley  Breycr  Black  |  Director 

Malcolm  Heinicke  |  Director 

Jerry  Lee  |  Director 

Brtico  Oka  |  Director 


September  10,  2009 


Nathaniel  P.  Ford  Sr.  |  Executive  Director/CEO 


Tonia  Lediju,  Audits  Director 
City  Hall,  Room  477 
1  Dr.  Carlton  B.  Goodlett  Place 
San  Francisco,  CA  94102 

Dear  Ms.  Lediju: 

We  appreciate  the  opportunity  to  review  the  draft  audit  report  concerning  the  City  of 
San  Francisco  Portsmouth  Square  Plaza  Parking  Corporation  and  its  operation  of  the 
Portsmouth  Square  Parking  Garage,  and  concur  with  the  audit  recommendations. 

Attached  is  the  completed  Audit  Recommendation  and  Response  Form  which  is  the 
basis  of  our  written  response  for  inclusion  in  the  audit  report  to  the  Portsmouth  Plaza 
Parking  Corporation. 

If  you  have  questions  or  need  additional  information  regarding  the  attachment,  please 
contact  Amit  Kothari  at  415.701 .4462  or  by  email  at  amit.kothari@sfmta.com. 


Attachment  (1) 

C:  SFMTA  Board  of  Directors 

Recreation  &  Park  Commissioners 

Amit  M.  Kothari,  Director  of  Off-Street  Parking  Division  -  MTA 

Katie  Petrucione,  Director  of  Administration  and  Finance  -  Recreation  and  Park 


San  Francisco  Municipal  Transporlalion  Agency 

San  Francisco  Municipal  Railway  j  Department  of  Parking  &  Traffic 

One  South  Van  Ness  Avenue,  Seventh  FT.  San  Francisco,  CA  94 1 03  |  Tel;  415701.4500  |  Fax;  4 15701.4430  |  wvAV.Blnita.com 


Executive  Director/CEO 
Municipal  Transportation  Agency 


General  Manager 

Recreation  and  Park  Department 
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ATTACHMENT  B:  PORTSMOUTH'S  RESPONSE 


Oily  of  ion  fronci/co 
Port/mouth  Plaza  Parkino,  Corporation 

773  Kearny  Street  •  San  Francisco  CA  94108  »(41 5)982-6353 


September  29,  2009 


Tonia  Lediju,  Director  of  Audits 
City  Hall,  Room  477 
1  Dr.  Carlton  B.  Goodlett  Place 
San  Francisco,  CA  94102 

Subject:  Controller  Draft  Audit  Report  for  Portsmouth  Plaza  Parking  Corp., 
Dear  Ms.  Lediju: 

The  Board  of  Directors  of  Portsmouth  Plaza  Parking  Corporation  would  like  to  thank  you  for 
the  opportunity  to  respond  to  your  draft  audit.  The  Executive  Committee  of  the  Portsmouth 
Board  of  Directors  has  carefully  reviewed  the  draft  report  and  the  following  attachment  is  our 
responses  and  clarification  to  the  audit  findings. 

Please  feel  free  to  contact  me  if  you  should  have  any  questions. 


Samuel  Kwong  £ 
President  of  Board  of  Directors 
Portsmouth  Plaza  Parking  Corporation 


cc:  Helen  Vo,  Auditor(  via  e-mail) 

Amit  Kothari,  Director,  Off-Site  Parking  Division,  MTA 

Nita  Rabe-Uyeno,  Parking  Operations  Manager,  Off-Street  Parking  Division,  MTA 


Sincerely, 


B-1 


RESPONSE  TO  9/14/09  DRAFT  AUDIT  REPORT  FROM  THE  CONTROLLER  FOR 
PORTSMOUTH  PLAZA  PARKING  CORPORATION 


After  careful  review  of  the  draft  audit  report,  dated  September  14,  2009,  the  Executive 
Committee  of  the  Portsmouth  Board  of  Directors  would  like  to  submit  the  following  comments 
in  response  to  the  audit  findings. 


Introduction-Background 

The  auditor's  statement  on  page  1  paragraph  3  is  inaccurate.  Portsmouth  Parking  Corporation 
was  formed  by  private  individuals  (founding  members)  and  was  not  formed  by  the  City. 
Furthermore,  the  Corporation  borrowed  $3  million  from  Security  Pacific  Bank  for  the  design 
and  construction  of  the  garage. 

Finding  #1:  Portsmouth  undercharged  some  transient  parkers 

Response:  Portsmouth  agrees  to  direct  its  revenue  control  system  provider  to  ensure  that  the 
system  charges  the  MTA-approved  parking  rates.  It  is  the  Garage  Manager's  understanding  that 
the  7-minute  grace  period  is  an  industry-wide  standard  commonly  used  by  other  City  garages. 
The  MTA  may  choose  to  adopt  and  establish  a  grace-period  standard  for  all  garages. 

Finding  #2  &  #3:  Portsmouth  lacks  review  of  missing  transient  tickets 

Response:  The  following  internal  policies  have  been  adopted  since  December  2008  regarding 

the  tracking  of  missing  tickets: 

i.  A  report  that  identifies  missing  tickets  is  generated  on  a  daily  basis. 

ii.  The  missing  tickets  are  reviewed  and  reconciled  by  staff. 

iii.  These  reports  will  be  forwarded  to  MTA  in  the  future  as  part  of  Portsmouth's  monthly 
reporting. 

The  draft  audit  report  (P. 4)  stated  that  for  12  audit  sample  days,  the  range  of  missing  tickets  were 
between  2  to  32  tickets.  Our  staff  explained  that  those  so  called  missing  tickets  were  in  reality 
mostly  for  over-night  parkers  who  paid  their  tickets  on  the  next  reporting  date.  In  some  cases, 
customers  also  paid  the  $25  missing  ticket  fee.  In  other  words,  those  missing  tickets  were  not 
accounted  for  only  temporarily  and  were  reconciled  the  next  day. 

Finding  #4:  Portsmouth  cannot  ensure  that  monthly  parkers  pay  correct  rates  for  the  type  of 
access  permitted 

Response:  Portsmouth  agrees  to  implement  internal  controls  to  ensure  that  payment  for  monthly 
parking  is  consistent  with  the  access  granted  into  the  garage.  The  Parking  Revenue  Control 
System  (PRCS)  is  currently  capable  of  recognizing  the  different  types  of  monthly  parkers.  For 
example,  if  a  customer  is  a  "regular  5  days"  parker,  he/she  will  be  denied  access  if  he/she 
attempts  to  park  on  Saturday  or  Sunday. 
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RESPONSE  TO  9/14/09  DRAFT  AUDIT  REPORT  FROM  THE  CONTROLLER  FOR 
PORTSMOUTH  PLAZA  PARKING  CORPORATION 


Finding  #5:  Portsmouth  cannot  verify  that  it  collects  all  monthly  parking  payments  due 
Response:  A  monthly  parker  log  does  exist  and  can  be  produced  from  the  PRCS  as  part  of  the 
monthly  report  to  MTA  on  the  monthly  parking  records.  Garage  Manager  will  review  the  log  to 
ensure  that  it  shows  each  active  access  card  and  its  payment  information. 

Finding  #6:  No  inventory  listing  of  monthly  access  cards  is  maintained  by  Portsmouth 
Response:  Portsmouth  will  develop  an  inventory  listing  of  all  access  cards,  both  active  and 
inactive.  The  listing  will  contain  the  access  card  number  that  is  recognized  by  the  revenue 
control  system,  the  card  surface  number,  customer  information  (if  active),  and  any  other 
pertinent  information  regarding  the  access  card. 

Finding  #7:  Portsmouth  has  not  been  collecting  late  fees 

Response:  Portsmouth  does  have  z  procedure  that  addresses  the  late  fees  issue.  When  advance 
monthly  payment  is  not  received  by  the  last  business  day  of  the  month,  the  monthly  customer's 
access  card  is  automatically  de-activated  for  the  succeeding  month.  The  customer  is  required  to 
take  a  regular  transient  ticket  upon  entry  and  pay  the  regular  posted  parking  fee.  In  order  to 
reinstate  the  access  card  and  to  keep  the  account  current,  the  customer  must  pay  the  monthly 
payment  in  full  plus  an  additional  S25  for  the  late  fee.  As  a  courtesy,  the  late  fee  is  waived  if  the 
customer  pays  the  monthly  payment  in  full  and  also  pays  the  regular  transient  fee  for  the  day 
(currently  $27  for  8  hours  plus).  The  late  fee  is  sometimes  waived  due  to  a  legitimate  reason  and 
is  subject  to  the  Manager's  discretion. 

Portsmouth  intends  to  address  the  issue  of  late  fees  by  issuing  a  memo  to  all  monthly  parkers  to 
remind  them  about  the  late  fee  policy  and  that  a  notice  will  also  be  posted  next  to  the  payment 
drop  box. 

Finding  #8:  Checks  for  monthly  parking  not  deposited  promptly 

Response:  Portsmouth  wants  to  clarify  that  the  checks  not  deposited  promptly  as  identified  by 
the  auditor  were  checks  to  be  applied  for  the  following  month's  parking  fee.  For  accounting 
purposes,  it  has  been  the  past  policy  for  the  garage  management  to  deposit  pre-paid  checks  in  the 
month  the  check  are  written.  We  can  change  our  policy  to  deposit  all  checks  on  the  next  business 
day. 

Finding  #9:  Reported  expenses  are  not  supported  by  Portsmouth  audited  financial  statements 
Response:  The  noted  discrepancies  of  over-reporting  expenses  of  $27,1 1 1  in  one  year  versus 
under-reporting  expenses  of  $85,31 1  in  another  year  are  mainly  due  to  timing  differences. 
Portsmouth's  internal  staff  report  their  expenses  on  a  cash  basis  versus  the  auditor's  report  of 
expenses  on  an  accrual  basis.  For  example,  the  Recreation  and  Park  landscape  personnel 
maintains  the  park  area  above  the  garage.  The  department  submits  a  bill  for  services  rendered 
after  the  fiscal  year  ends.  The  auditor  accrues  this  expense,  but  the  bill  is  normally  paid  after  the 
fiscal  year  ends.  The  amount  of  this  bill  is  typically  well  in  excess  of  $100,000. 
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RESPONSE  TO  9/14/09  DRAFT  AUDIT  REPORT  FROM  THE  CONTROLLER  FOR 
PORTSMOUTH  PLAZA  PARKING  CORPORATION 


Portsmouth  intends  to  comply  with  the  recommendation  to  submit  a  reconciliation  of  each  fiscal 
year's  actual  year-to-date  expenses  per  the  monthly  summary  report  submitted  to  MTA  to  that 
year's  audited  expenses. 

Finding  #10:  Credit  Portsmouth  $9,653  for  net  surplus  overpayments  for  the  audit  period 
Response:  Portsmouth  agrees  with  the  surplus  overpayment. 

Finding  #11:  Remind  Portsmouth  to  be  more  diligent  when  reporting  monthly  revenues  to 
ensure  accurate  reporting 

Response:  Portsmouth  agrees  to  be  more  diligent  when  reporting  monthly  revenues  to  ensure 
accurate  reporting. 

Finding  #12:  Portsmouth  made  errors  in  reporting  interest  income  in  the  proper  period 
Response:  Portsmouth  agrees  to  be  more  vigilant  in  reporting  interest  income  and  will  report 
interest  in  the  period  in  which  the  interest  is  earned  and  available. 

Finding  #13  and  #14:  Parking  validation  stamps  are  not  carefully  controlled 
Response:  Portsmouth  agrees  to  be  more  vigilant  in  maintaining  the  completeness  of  the 
validation  stamp  log.  The  Garage  Manager  acknowledged  the  failure  to  record  the  sale  of  1 50 
validation  stamps  on  the  validation  stamp  log  and  has  since  added  a  new  data  recording  process 
in  addition  to  the  current  manual  system. 

Finding  #15:  Validation  discount  to  the  Chinatown  Neighborhood  Association 
Response:  The  garage  staff  have  been  instructed  not  to  engage  in  any  future  discount  parking 
arrangements  without  written  approval  by  the  MTA  and  the  Board  of  Directors  of  Portsmouth 
Plaza  Parking  Corporation. 

Finding  #16:  Free  parking  policy 

Response:  Portsmouth  agrees  to  develop  a  formal  written  free  parking  policy.  Portsmouth  has 
been  implementing  a  parking  policy  for  employees  of  the  garage,  employees  of  the  Recreation 
and  Park  Department,  and  vendors  since  1961.  As  recent  as  March  2007,  members  of  the 
Portsmouth  Board  met  to  reaffirm  the  free  parking  policy.  Please  see  attached  meeting  minutes 
of  March  1 ,  2007.  Garage  manager  will  work  with  Recreation  and  Park  Department  to  obtain  a 
listing  of  employees  and  their  work  schedules  at  the  Portsmouth  Garage  in  order  to  determine 
that  employees  are  granted  free  parking  privileges  correctly. 

In  regards  to  the  5  employee  access  cards  that  were  returned  but  not  de-activated,  Portsmouth  has 
already  de-activated  these  cards.  A  review  of  the  transaction  records  from  the  PRCS  for  these 
five  access  cards  indicates  that  there  have  been  no  transactions  on  these  cards  since  February 
2007  (when  they  were  returned  by  the  employees). 
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RESPONSE  TO  9/14/09  DRAFT  AUDIT  REPORT  FROM  THE  CONTROLLER  FOR 
PORTSMOUTH  PLAZA  PARKING  CORPORATION 


Finding  #17:  Storage  space  rental  agreement  processed  slowly 

Response:  Approval  for  the  change  from  a  free  lease  to  a  market  rate  lease  for  the  Chinatown 
Neighborhood  Association  involved  approvals  from  multiple  agencies  such  as  the  MTA,  the  City 
Real  Estate  Division  and  the  Recreation  and  Park  Department.  When  Portsmouth  received 
written  acceptance  of  the  lease  amount  from  the  Recreation  and  Park  Department  in  December 
2007,  we  started  collecting  rent  in  January  2008  even  though  the  Recreation  and  Park 
Department  did  not  return  the  signed  lease  until  September  2008.  In  other  words,  the  City  did 
not  loose  out  on  any  rent.  Portsmouth  will  try  to  expedite  the  sublease  process  by  working  more 
closely  with  the  MTA  and  other  City  Departments  in  the  future. 

Finding  #18:  Portsmouth  does  not  adjust  monthly  reports  for  outstanding  checks 
Response:  Portsmouth  agrees  to  review  all  past  outstanding  checks  and  make  adjustments  to 
expenses  for  any  outstanding  checks  that  have  been  voided. 


*  *  * 


encl:  Copy  of  Meeting  Minutes  of  3/1/07 
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Exhibit  A 


A  meeting  was  held  at  11:30  AM  on  March  1,  2007  at  Sam  Kwong's  office  to  affirm  the 
free  parking  policies  of  the  Portsmouth  Square  Garage. 

Attending:  Sam  Kwong,  Frank  Han,  Herb  Gee,  Nancy  Lim- Yee  and  Peter  Lee 
Items  Discussed: 

1  Herb  Gee  affirmed  that  each  member  of  the  Board  of  Directors  has  had  free  monthly 
parking  since  the  garage  started  operatioa  This  policy  will  remain  since  the  Board 
members  serve  without  compensation. 

2.  The  General  Manger  has  free  parking. 

3.  Parking  for  staff  is  free  30  minutes  before  their  shift  begins  and  30  minutes  after  their 
shift  ends. 

4.  Vendors  doing  work  at  the  garage  will  have  to  get  a  ticket,  but  the  supervisor  will  log 
in  their  time  and  sign  them  out  without  having  to  pay. 

5.  MTA,  DPT  and  other  city  officials  conducting  business  at  the  garage  will  park  for  free. 

6.  Park  and  Recreation's  janitor  and  gardener  can  park  for  free  and  be  signed  out  after 
logging  their  work  by  supervisor. 


Respectfully  submitted  by, 
Sam  Kwong 


S 

I 


